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management skills, including the ability to use judgement in responding to both external and
internal conflicting demands, cope with high volumes of work, changing priorities, and critical
deadlines whilst at times, handling diverse complex issues.

e Judgement: Proven ability to identify and analyse information and customer needs and to use
initiative, judgement, sensitivity and discretion to provide high quality, timely administrative
services.

e Administrative: Experience in the delivery of a range of administrative support services and in
supporting the effective coordination of an office, including proficiency in the Microsoft Office suit.

e  Cultural: Contributes to a culturally inclusive workplace and is committed to continuing to reflect
on and develop own cultural awareness and practices.

e  Work health and safety: Demonstrated knowledge and commitment to promoting and creating a

safe and inclusive work environment; and the legislative requirements of Equal Opportunity and

Work Health and Safety legislation

Who you will work with (key relationships)

Qualifications

Business Support Partner (line supervisor)
Administrative Officer

Business Operation Lead

Team Manager

Other Student Support Services Staff
Schools and Preschools

Relevant state office personnel

Essential: Nil

Desirable: Experience in executive office or office
management settings

Corporate responsibilities

Keep accurate and complete records
Act appropriately in line with the Public Sector
Code of Ethics at all times

Support diversity and promote an inclusive
workplace for everyone

Maintain a commitment to Work Health and
Safety legislative requirements

Special conditions

You may need a current driver’s license and be
willing to drive

You may be asked to work out of hours

You may need to travel within or outside South
Australia

You need to achieve mutually agreed performance
goals

You must have a current Working with Children
Check

You must do Responding to Risks of Harm, Abuse
and Neglect — Education and Care training

You must be an Australian resident or provide
evidence you have a current work permit

Assessed by: Hannah
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